DATE; 

REPLY TO 
ATTN OF: 

SUBJECT; 

TO: 


UNITED STATES COVER 

memorandi 

Chief 

Transportation Unit 

Domestic Transfer (PCS Packets) 

(FFS: 010-02) 


2 . 


3. 


Please complete the following forms which must be returned to HQS t 
within five (5) working days from receipt of the packet so that the 
Transportation Unit may prepare your travel orders and arrange your 
household goods move; ^ 

a. DEA-132 - 1 copy 

b. DEA-1320 - 1 copy 

c. DEA-114 - 2 copies 

DEA Form 198 and DEA Form 132b are attached to be completed when fil 

your voucher. Forward them along with your voucher to Headquarters, 
Accounting Section, Attn: ACVP. ^ ’ 

If you wish an advance of funds, submit a completed SF-103B to the 

Attn: ACVP. This form must be signed by both y 
head^^^^^^ Laboratory Chief, or appropriate office 


4. Also attached for your information is a handbook pertaining to your 


5. 


ILnTo in participation in the Third Party Relocatioi 
Program, please answer yes to question 20 of DEA Form 132. If no 
indication is provided, your entitlement in this program will be 
considered null and void. The primary purpose of the Relocation 

IS home sale. However, other services are available through 

Employees who express an interest will be 
contacted at a later date by the Relocation Coordinator. 

^be takfi attached forms are returned to HQS. AMGT, no actioii 

^ t orders or to initiate necessary a2 

relative to your relocation. ^ ^ 

relative to the contents of the packet should be 
to the Transportation Unit at FTS 633-1300. 


Attachments 



(r?EV U9Q) 

GSAFPMR<41 CF« 
50 JO-1 14 


TRANSFER QUESTIONNAIRE (Doftiestic) 


P1»o»« an.wor tho following ouo.tion, oi ocouratoly .nd quickly m pos.ibic, Thic date i, noodod »o that the Tfananortatlon 
Urn, (AMGTI. can begin toloct.n, your mover and oraparing the paoe.work ‘or your ro.rrburtemem,, travel advance,, ate. 
explanations of iho Quostlons aro Qivan on tha rovarao siefo. 


t. Type or Print Norna fo* giwan when using your koisl sianotur*} 


2. Social Sflcurity No. 


3. Marital statu,: ^ Single £_/ Married O Wldow(er) ^ Divorced /“7 Seper.ted 

a. How rnany dopondents will ,iccomoniw unu 7 

MEMTHRS rP ^ “ -le.ionahip, ,f children, give birth date,. ,See r„var,e tide before an, waring., 

— T— ^'^ave l at government expense 


5. Giva your prasant address. 


Homo Phono (Area Coda) 


Office Commercial (Area Codo) 
If not, where are they located 7 


6. t, thi, location where mover will pick up your houtehold good, ? If not, where ere 

7. How do you plen to travel to your new duty itatlon 7 £j Pov £y Commorciel 

8. Are you going to make , round-trip to your new duty jtetlon to ,e.k a permenont reildenca 


9. How .do you plan to travel during the trip? (Be 

10. Do you plan to use temporary ouarrarm 7 /““/ 


i uu^y ataijon to seek a pormanont residence ? 
sure to see note for questions 8 and 9 on reverse side.) 


Will your spouse accompany you ? 


iu. uo you pran to use temporary quertars ? / / *4 -w— — 

Y quarter, r Ye, /_/ No It “Ye,", approklmate number of day, 

ao“ ::: ^ Appronimeta .a„ing pne, ^ 

n u vour new duty station withir^ 2 v«ar5 ? Approximate purchase price 7 

.In^rJ ^ '» «. how much wm It eo,t you to breek tha l,a,o 7 

ilgned by your landlord mu,t accompany tha travel voucher when you apply for reimbursement.) 

14. If you have hou.ehold good, to be picked up what i, the estlmet.d weight 7 (See rev.r,« ,ide for formula.) 

15. On what data do you want the mover to pack your houaehotd good, 7 

16. Oo you have any unutual Item, to be pecked 7 Oewrlbe them. ~ “ 


17. Oo you went "increased valuation" on your household goods 7 

18. Will you require temporary storage at origin 7 At destination 7 

Accounting r,c.\v‘rXr“oraV,T;;;577B ^rVmV‘ouTDE^p^m73^and°?f6^Fol^74 ^ 

20. Oo you wish to participate in the Relocation Service contract ? /c a • 

REMARKS: Admin. Manual 0542 regarding PCS) 


PRIVACY ACT INFORMATION 

PU Jp^o°sT^t Sections 5721 and 5733; Title 20. U.S.G., Section 905lcK 

■ permit D6A to provide travel orders to employees being reassigned 

EPpVrT^ c 7®' "'*<>'^‘<10’' fkqui'ed to prapara traval ordars. 

FECT. Fadura to prov.da information will pr.cluda DEA from providing tr.v.l ord.r, to tha amployaa, Di,clo,ur. of information Is voluntary. 


I cartify that I hava complated this form according to tha instruction, given in tha Domestic move handbook. 


DEA Form 
'Seot. 1983) 


132 


Previous editions are Cbsoiete. 



DATE: 

REPLY TO 
ATTN OF; 

SUBJECT; 

TO; 


UNITED STATES GOVERNMENT 

memorandum 

Chief 

, , . .) •; 

Transportation Unit „'/ ■ ' ' 

Domestic Transfer (PCS Packets) 'o ( 

(FFS: 010-D2) 


1 . 


Please complete the following forms which must be returned to HQS, AMGT 
within five (5) working days from receipt of the packet so that the 
Transportation Unit may prepare your travel orders and arrange your 
household goods move; ^ ^ 


a. DEA-132 
fa. DEA-132D 
c. OEA-114 


1 copy 

1 copy 

2 copies 


2 . 


DEA Form 198 and DEA Form 132b are attached to be completed when filinq 
your voucher. Forward them along with your voucher to Headquarters, 
Accounting Section, Attn: ACVP. 


3. 


If you wish an advance of funds, submit a completed SF-1038 to the 
ccounting Section, Attn: ACVP. This form must be signed by both you 
and either the SAC, ASAC, Laboratory Chief, or appropriate office 

n0oQ • 


attached for your information is a handbook pertaining to your 


5. If you are interested in participation in the Third Party Relocationi 
Program, please answer yes to question 20 of DEA Form 132. If no 'i. 

indication is provided, your entitlement in this program will be d 

considered null and void. The primary purpose of the Relocation -1; 
Program is home sale. However, other services are available througEil 
the Relocation Companies. Employees who express an interest will bfe' 
contacted at a later date by the Relocation Coordinator. 

■ 

Until the attached forms are returned to HQS. AMGT, no actiod 
can be taken to issue your travel orders or to initiate necessary aj^tion 
relative to your relocation. ■ 


7. 


Any questions relative to the contents of the packet should be 
to the Transportation Unit at FTS 633-1300. 



1 

related 


Attachments 


OPTIONAL FORM NO. 10 
(REV. 1-00} 

FPM R 1 CFR> 1 01 -1 L6 
5010-lU 



EXPLAUATIOH OF QlfESTIOHS 


Jr Often the name you use moat la an Informal one (Boh for Robert .Taeir fot. Tr.^.r. ^ \ 
the formal version as used in signing legal documents. Jack for John, etc,). 


Here we need 


2. SSH is required by lav vhen travel may involve relocation ^ ^ 

Also, It keeps your paperwork from being confused with somebody else's beaHn^ Federal Inc^e Tax. 

use. Sections 5731 & 5733; Title 20 USC, Section 905c, Budaet and d “•“® '““s (Title 5, 

use 6o; 32 USC 200a; and mternal Revenue Code, Section 6l09 apply ^ ® Procedures Act of 1950; 31 

3. Self-explanatory* 

Jj. Refer to questions 3 i U. GSA Bulletin FHIH A-ltO. Sunn li VPm im t . 

Children of the employee or employee's spouse vho are unmrri^ and under <*s?®'’dent children: 

regardless of age, are physically or mentelly incapable STsel^-sSonort - Tr^''^ S®* 

years of age, state whether or not he or she will ^aide with ^ dependent Is under 21 

divorced and claim dependents. AMGT will b^provlderr^py Sf^he 

you do not have jo^ custody, it will be necessary for yoS trobteirrnotaMrtiTrf^''®,^’' custody. If 
ex- spouse 8tatlngT[?pendent wlU remain with you fat port) for at leart f 

separated and you listed dependents, attach to this questlonwlre a duty. If you are 

l.e., month and year the divorce is to be obtained, and legal ae^aratlon blgln^ pertinent dates, 

5* Give the exact address of your residence. Don't foriri^i a 

not use P.O. Box number or office address. ^ apartment number, etc. Do 

6. Self-explanatory. 

ih, s? rjrsi.ssr’ “«■>- -v-. 

at higher geographlc^rater^ls not authorLed?*^"® spouse will be paid per diem. Pay 

10, Self-explanatory. 

available as quickly as^posslbler^ needed so that the allowable benefits can be determined and made 
13« Self-explanatory. 

ft! e"7"lba!%e^cuf7t Attorn, right h.nd column. 

15 ■ Self-explanatory. 

please list and*d«erlbe^them* * ‘’‘‘San, antiques, or other high value Items to be packed and soved., 

P«""^^^If*y^u*^h^a^ddit^on^l%wIrag^mIy^b^obta^n^^roS^he^^''^*''^“'‘'“^ of 6o cents 
will reimburse you at a higher rate. Also, tou my Inmre Slth^^rn^ carrier at your expense, and he 
«Pitln'*d in DBA '3 Domestic Guide for Incurriw S ClfiolnrP^.,«n^ ? company. The details are 
Station," Section H, "Damage to Household Goods." ^ Expenses Incident to Change of Official 

days may be approved undl"^lxte^tlr« clrc^stanceL^*^” destination, but not both. An additional 90 
19. Que-stlons about the SF-10387 Call Accounting's Advance Travel Section, ra 254-5520. 


cu. 



CLAIM FOR RFIMBURSEMcNT OF SUBSISTENCE EXPENSES 
WHILE OCCUPYING TEMPORARY QUARTERS 


NAME OF EMPLOYEE 


ORGANIZATION 

cMPLO'rEE’S SSN 

TRAVEL AUTHORIZATION NO. AND DATE 

DATE EMPLOYMENT AGREEMENT SIGNE D 

DATE REPORTE 

D AT NEW OFFICIAL ST ATIOr 


SUMMARY OF REIMBURSEMENT CLAIMED 


30'DAY 

PERIOD 

INCLUSIVE 

DATES 

PER DIEM 

1 RATE 


MAXIMUM 

TOTAL 

ALLOWANCE 

ACTUAL 

ALLOWABLE 

EXPENSES 

AMOUNT 

CLAIMED- 

Emploveo 

t Immodiato Family 

No. of Parsons 

Rato 

FIRST 


$ 


$ 

$ 

$ 

$ 

SECOND 








THIRD 








FOURTH 








TOTAL 

$ 

$ 

$ 


PERSONS AND PERIOD COVERED BY CLAIM 


NAME 

RELATIONSHIP 
.TO EMPLOYEE 

TEMPORARY SUBSISTENCE PERIOD 

LOCATION OF TEMPORARY 
QUARTERS 

(GIva FULL Addross) 

1 BEGINNING 

1 ENDING 

Data 

Hour 

Data 

Hour 



















































TEMPORARY QUARTERS ALLOWANCES 


Reimbui'seinGnt will be only for actual subsistence expenses incurred provided these are incident to occupancy of temporary quarters 
and are reasonable as to amount. Allowable subsistence expenses include only charges for meals (including groceries consumed while 
occupying terriporary quarters), lodging, fees and tips incident thereto, laundry, and dry cleaning. The actual expenses will be itemized 
m a manner which will permit at least a review of the amounts spent dally for lodging, meals, and all other items of subsistence expenses, 
Heceipts Will be required for lodging, laundry, and cleaning expenses (except when coimoperated facilities are used and then such 
expenses will be itemized in “REMARKS** on Reverse), Expenses for local transportation Incurred for any purpose during occupancy 
of temporary quarters will be disallowed. The amount which may be reimbursed for temporary quarters subsistence expenses will be 
the lesser of either (a) the actual amount of allowable expenses incurred for each tbirty'day period or (b) the maximum per diem allow 
ab^ for each thirty-day period. (Reference: Federal Travel Regulations 101-7, Sections 2-5.4c) . DAILY EXPENSES ARE TO BE 
ITEMIZED ON REVERSE. 


PRIVACY ACT INFORMATION 

AUTHORITY: Title 5, U.S.C., 5724a. 

PURPOSE: To provide detailed itemization of subsistence expenses while occupying temporary quarters in connection with a 
permanent transfer from one official station to another, 

ROUTINE USES: To audit and approve payment of an employees claim for Reimbursement of this type of expense. Data is also 
subject to audit by the Department of Justice and General Accounting Office, 

EFFECT: Failure to provide information will result in a disallowance of employee claim for this type of expense, 

SOCIAL SECURITY INFORMATION: * 

Authority: This number is mandatory by Internal Revenue Code Section 6109, 

Routine Uses: Used as identifying number in preparing external reports to the Department of Justice payroll system 
payment of relocdtion expenses subject to Federal income tux laws, 


OE A P=nrrp 











i/* 


aonfoorlntQ ^0 4r}v oorlod. i- a; l «. 2hd 


*nd ^;>rfv 5abtot9l ^orwa^d *0 ^'ActunP AilO'w<»blfl E:<pgn509*' crjiumn 7*0 -''‘nr ?>)^o 






INVENTORY OF HOUSEHOLD GOODS 


PROPERTY OF 


CU. 

FT, NO 
PER OF 
PC. PCS 


LIVING ROOM 

Dench, firf-side or piano 


Bookshel^'cs, Koctlonal 



Sub total Column 1 


DEA Fornn 
iJun 1976) 


Sub total Column 2 


use fteuefise te ADompNAL sPAce fs NeeDEP. 


I32D t>oj 


Estlmatod Total l^/tlght 


































































































































UNITED STATES DEPARTMENT OF JUSTICE 
DRUG ENFORCEMENT ADMINISTRATION 

V 


EMPLOYMENT AGRI'EMEN'f 


» make tills agreement 

pursuant to the provisions of Public Law 89-516, Federal 
Travel Regulations (FTR) 101-7 and implementing regulations. 

In consideration of the payment by the Government of the 
travel, transportation, and/or other expenses of relocating my 
immediate family and me incident to my assignment to a post of 

duty at — j agree to remain in the 

employ of the United States Government for a period of not less 
that twelve months after the date on which I report for duty at 
that post. Furthermore, I agree that if I fail to fulfill the 
terms of this agreement, by resigning or vacating my position 
without authority, or if I am removed for cause (as distinguished 
from a reason beyond my control and acceptable to the Drug Enforce- 
ment Administration) , before the end of the twelve-month period, 

I will repay the United States Government a sum of money equivalent 
to that expended by it for travel, transportation, and/or other 
expenses incident to relocating me at the above-mentioned post of 
^*"^4 Furthermore, I authorize the Drug Enforcement Administration 
to withhold any compensation or other amounts due me to liquidate 
in full or in part any indebtedness arising from a violation of 
this agreement. 


(Date) 


(Employee's Signature) 


DBA Form 
(July 1980) 



UNITED STATES DEPARTMENT OF JUSTICE 
DRUG ENFORCEMENT ADMINISTRATION 


V 


EMPLOYMENT AGREEMENT 


^ make this agreement 

pursuant to the provisions of Public Law 89-516, Federal 
Travel Regulations (FTR) 101-7 and implementing regulations. 


In consideration of the payment by the Government of the 
travel, transportation, and/or other expenses of relocating my 
immediate family and me Incident to my assignment to a post of 

“ — ; — I agree to remain in the 

employ of the United States Government for a period of not less 
that twelve months after the date on which I report for duty at 
that post. Furthermore, I agree that if I fail to fulfill the 
terms of this agreement, by resigning or vacating my position 
without authority, or if I am removed for cause (as distinguished 
from a reason beyond my control and acceptable to the Drug Enforce- 
ment Administration) , before the end of the twelve-month period, 

I will repay the United States Government a sum of money equivalent 
to that expended by it for travel, transportation, and/or other 
expenses incident to relocating me at the above-mentioned post of 

^ authorize the Drug Enforcement Administration 
o withhold any compensation or other amounts due me to liquidate 

n full or in part any indebtedness arising from a violation of 
this agreement. 


(Date) 


(Employee's Signature) 


DEA Form . 

(July 1980) ■ 



EMPLOYEE APPLICATION FOR REIMBURSEMENT OF EXPENSES INCURRED 
UPON SALE OR PURCHASE (OR BOTH) OF RESIDENCE UPON CHANGE OF OFFICIAL STATION 

(5»8 tmttuctloiui at bottom of pose end Privnep Aet InloimailoB on Kornso) 



Cheek Applfcebte Son If G&rltec 
Cfakn fcMT Reel Sstatio (SkiienGee' 
SAitorntth^ fof this Trenefef» 


D Ve* Q No 


Old Official Station 

New Official Station 

Data of Notlflwlon of Impimdlrui Trenefw 

Trovol Autharisatlon Date 

Dow Reported for Duty 0i N®w Official Stoilon 

Data Service Agroament Signed 

Mi. RhSIOhNCE PROPERTY DATA: 

(AT OLD OFFICIAL STATION) 0 

OFFICIAL STATION) 

COMPLETE AOORESS OF 
RESIDENCE 



NUMBER OF DWELLING 

UNITS ON PROPERTY 

i 


SALE ANO/OR PURCHASE 

PRiCB 



DATE OP CtOSINQ OR 
SETTLEMENT 

.... 


AMOUNT OF EXPENSE 

BEING CLAIMED 


i 

EMPLOYEE CERTIFlCATiON(S): 



^ I hereby certify th&t the emount claimed In oozmeciion with the above 
ml® repremata only amounts actuaUy paid by me and that title to the 
property waa la my name and/or a member o< my Immediate family and 
waa my reaWenco whea flrat definitely informed of my transfer. 


IV. APPROVALS; 


t hereby certify that th® amount claimed in connection with the above 
puichae® ropreoents only amounta actually paid by me and that Utle to 
the property la In my name and/or a member of my immediate family 
and ia my new reaidencQ. 


^ SALB EXPENSES ^ 

The espenma of the aalo applied for above 
are hereby approved a« belns (I) teaeonable In 
amount and <2) cuartomarlty paid by a eeUer in 
in the locality where the property U located, 

□ AoCUiniMl. 

O A, aniUMd, For AUachod Mmo. 


Signature 


Date 


Title 


B, PURCHASE EXPENSES * 

The Qzpenaas of the purchase applied for 
above axe hereby approved as bela^ (1) teaeon- 
able in amount axul (2) customarily paid by a 
buyer in the locality where the property U 
located, 

□ As Claimed. 

Q Aa Reduced^ Per AtUched Memo, 



C, FINAL ADMINISTEATIVE APPROVAL 

FOR ?AYMENy > 

J^Tyment ol this claim U approved In the 
amount of: 


Xi Amount Approved is Lem Than Amount 
ClaimecL See Attached Memo, 


Slanaturs 


Date 


TiUe 


INSTRUCTIONS 


A. EMPLOYEE -CLaUMANT 


1, Prepare appUcation in duplicate, compktina Parts I, H and HI of 
face and enter all applicable amounta and totals on tevetso side, 

2, Attach one complete set of documents required to support claim* 
sales acreement between buyer and seller, settlement or loan cloxint 
statement. Invoices and sUtementi to support other Items claimed 
for reimbursement, etc. These documents should be photo or picture 
coplM, as they will not be returned. Be sure you have slKned the 
employee certilicaUon<s), 

?« ^ attach a Standard Form 1012. Travel Voucher. 

(Record the total amounts claimed on this form on the travel 
voucher.) 

4, For Sale: Submit orijlnal of appUcation and supporting do cu- 
me^tion, together with Standard Form 1012 to either the SAC, 
RAC, laboratory Chief, or the head of the office, or designees, aa 
appropriate at the old official station for approval. Retain a copy 
of the appUcation. 

5. For Purchase: Submit origltiaJ of appUcation and supporting 

together with Standard Form 1012 to either the 
SAC, RAC, Laboratory Chief, or the head of the office or 
designees, as appropriate, at the new official station for approval. 
Rctam a copy of the appUcation, 


B. SAC, RAC, LABORATORY CHIEF, HEAD OF OFFICE 

1, For Sales: Approval of claim must be executed by either the SAC 
RAC, Laboratory Chief, or the head of the office, or dedgnees at the * 
locality of the cUumant^i old official station, (See Item IV, A.) 

2, For Purchases: Approval of the claim must be executed by eithTp 
the SAG, RAC, Laboratory Chief, or the head of the office, or 
designees, at the locality of the claimant's new official station, 

(See ltem IV.B.) 

3, Final administrative approval of payment of the cla ln* will be 
executed by the Supervisor of the PCS Travel Voucher Sub-Unit. 

(See Item IV.C,) This official shall Independently determine, In 
accordance with the provisions of FPMR 101-7, Part 6, the 
propriety of aU reimbursements claimed (except with regard to 
reasonableness and whether customarily paid), In this connection, 
aU vouchers for reimbursement of teal estate expenses incident to 
the same transfer shall be examined. 

4, Standard Form 1012, shall be completed and submitted to 
Headqusrten, Accounting Section, Attn: PCS Sub-Unit, for 
processing. 


OEA Form 
IJan. 19851 


-198 


Pravloui edition dated 9/75 is OBSOLETe. 






COSTS tNCURRiO AND PAID 


_jB b^l« ‘^® 

*“ w^m.» Sf iMW«|f>aim and ojJim advastlaJna wbaa a dfroct oalfl b made 

Wtmtyut «10 G^c^a o( & r^i emui bmk^r «? wd agovu. a 

«iww»»*'*^im»"'T»i«'i“ T'tf/.w a-xaya*^— ■si,'(irn.'i>i;ir:&ti»*=iK t-'-!ava;«mat^; rj-rj > w j. Mi« i»r>a ra^- .. av mnj:a<i-x.v ^ ^ ^ ^ ^ -naaiei 

*■ pric^e^oMha SenS!® “ ® PK><«i«io.i^ appr«te.f foa esfabUaUng e ei«.,ea,ted sale 



S‘^W,Ju 1 ^e?tofBffo«Wan®«m for eoaU of ( 1 ) amchtog tUte.prepattag abatoact. 

cofltfl nf ® laeuKinco po»c7 whw 0 cuvtoraojrily fumkhiMi by the s^Uor* 

costa of proparlo^ <»nv4yaaco0a 044i«r Uiatm£iao.tit 84 and contracta: wLaftod notaxv foim* i^antsi r%e 

IP «7coiS (e^. 


Q’'3go<Hns on local suBtom ami jwfa«aca, th® eaUey may Ua nHjulfed to pay eotaa a! thaw.) 

A. PS^AY?4gN7 CHARGES 

app”S '° PEES The amount paid for the mottgagaa^endeTT^^r^iS;"^ 

C» PUA OR VA application FRE: 'Hifir amoumt paid. /.-i-n- ...,....,,,11. .,.,..-x 

°‘ of ohv^ri^^IIiduiln 1?^^®**^* P^ for any taqubS'd^UleaUona aa to atructurMwundnam 
or poytical eondittoa of prop^my^ lyhan rtquitad by moiigagQvHlaodtfr, FHA or VA* 

^ “““ ^»V.llraqulred 

ooU^ f Ataoimt paid for momw (or tendar^s) title Insuraoeo 

sgdto°2ddityo^iiStof^^^ “>» 




H. STATS REVElWtt STAMPS; Tli« amount paid® 

ZZ^ ANY: YhVajc^unt piiid> 

^ expenses J Such other reasonable and ouatomary charses or iees paid an may 

indudabl. in lUm, 1 I ««1 abov. (lUmUa^TjXifu nVc^^ 


TOTAL • FORMER RESIDENCE 
TOTAL • NEWRESIDENCE 



r;;i <'A o 


«udn«nanoe “ 

the tale or purehaa* of a reildenea due to ortca or market Minrfttffifi^I^S"^* P®l®*** InUreit on loana, and losaea In eoitnactloQ with 

expenae U wlmburjabto whlSi U dewJi^Sd to h.^Ji “* 2 °* "tabuiMbl#. Notwithataadlng the above, no fee. coat. chargeTor 

Regulauon Z lanSTpS^Tth.mo bTthl B“o^*o?^o«r?o'.,''rtb*: ‘' 90 . 2 al,’.Sd 

FOOTNOTES: 

Theae mixlmumi are** idlutMpeN^eaMy ind'rherefora 01*# net imt^ on*ih?B*to!'m *' nit’ '^Boi[aa''5^ir %" **’* “*" PUfcheie of reBldancM, 
menn) tor the cuffont levefi. “«''»"y •no tnereioro ere not rated on thlafofm. Hefer to FPMR 101.7. Chepter a. Pert 6 (Inelodlng aupple- 

3 If pfopertv l« multiple family unit type (excluding condominium) exp.ntea will be proreted and ellowed for rwldence unit only. 


PRIVACY ACT INFORMATION 

AUTHORITVi TlUe S. UJ.C., Saetloo* 6721 and S733s TiUe 20 , UJIj:„ Section 905(a) 

' ■ P«chtJi^*orb.nh;^^^^^ u?on™hSag^fo(flciffiuriirn^*“ Wliaburjement of txpenacs Incurred upon tale or 

ROUTINE 

EFFECT: ‘o Provide toformatlor wiU reiult to a dUaUowance of employet tdalin for UiU type of cxpawe. 






CLAIM HOfi RtliViBOiiiiciVlcivjr OH iOaSiSTdNCE tAr-ENAtii 

WHILE OCCUPYING TEMPORARY QUARTERS 


NAME OF employee 


TRAVEL AUTHORIZATION 


NO. AND DATE 


organization 


DATE EMPLOYMENT AGREEMENT SIGNED 


EMPLOYEE'S SSN 


DATE REPORTED AT NEW OFFICIAL STATU 


SUMMARY OF REIMBURSEMENT CLAIMED 


30DAY 

PERIOD 

INCLUSIVE 

DATES 

PER DIEM 

1 RATE 

MAXIMUM 

TOTAL 

ALLOWANCE 

ACTUAL 

ALLOWABLE 

EXPENSES 

AMOUNT 

CLAIMED. 

1 

Employee 

Immediato Family 

No. of Persons 

Rato 

FIRST 


$ 


$ 

$ 

$ 

$ 

SECOND 








THIRD 








FOURTH 








TOTAL 

$ 

$ 

$ 


PERSONS AND PERIOD COVERED BY CLAIM 


NAME 

RELATIONSHIP 
‘TO EMPLOYEE 

TEMPORARY SUBSISTENCE PERIOD 


[ BEGINNING 

1 ENDING 

LOCATION OF TEMPORARY 

quarters 

Date 

Hour 

Date 

Hour 



• 














.... 







... 




























TEMPORARY QUARTERS ALLOWANCES 


n®' ®“bsistence expenses incurred provided these are incident to occupancy of temporary quarters 
occuDvin/temnora^ subsistence expenses inciude only charges for meals (including grLerics consumed while 

In A mAHifn. u/hi u y fees and tips incident thereto, laundry, and dry cleaning, The actual expenses will be itemized 

expends will L item zed in ''niiTiriR^v cleaning expenses (except when coin-operated facilities are used and then such 

of temDorwvouart^I wMl on Reverse). Expenses for local transportation incurred for any purpose during occupancy 

the lesser of eRher f AVthn Ar-in i °wed. The imount which may be reimbursed for temporary quarters subsistence expenses will be 
able for Lch Srtv d^^ allowable expenses Incurred for each thirty-day period or (b) the maximum per dierallow- 

ITEMIZED On REVERSE' Fedet&\ Travel Regulations 101-7, Sections 2-6.4c) . DAILY EXPENSES ARE TO BE 


PRIVACY ACT INFORMATION 

AUTHORITY: Title B,U.S.C., 6724a. . 

PURPOSE. tra^^lfer expenses while occupying temporary quarters in connection with a 

permanent transfer from one official station to another, 

ROUTINE USES. eniployees claim for reimbursement of this type of expense, Data is also 

tr audit by the Department of Justice and General Accounting Office. 

SOCTAlSreTOmiNPOBliri^^^^ — i~.di„ll„w.nc.bf.mpl„,„.|.ta to, U.i. ly,. ot 

Code Section 6109. 

tine Uses: Used as identifyina number in preparing external reporte to the Department of Justice payroll system 
, on pay nierss of relgc^t ion expenses aubjpet to, Federal income tax laws. 
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RELOCATION SERVICES 


I. SCOPE 


In November, 1984, contracts were signed with Homequity, Inc., 
Coidwell Banker Relocation Management Service, Inc., and ChemExec 
ReloSystems, Inc. to provide home purchase and other miscellaneous 
relocation services for OEA/FBI personnel. The vendors are subject to 
hange at the time of contract renegotiation and renewal. Each of the 

the aL specified by their contracts with 

the FBI /DE A. Any exceptions must be approved by DEA. The services 
available at no fee to the transferee are as follows; 


Home Sale Assistance - Establishes a marketing strategy to 
enhance the possibility of a sale by providing helpful 
counseling on how to prepare the home for sale. 


Home Purchase - Provides a guaranteed home purchase for the 
transferred employee. 


- Property Management - Gives the 
ownership of his/her property. 


transferee the option to maintain 


Home Finding Service - Information and guidance is provided to 
^ployees prior to their house huntlnp trip so they con make an 

intelligent, knowledgeable choice of community and home as quickly 

as possible • ^ ^ 

- Mortgage Assistance - Provides information about financing 

available to qualified buyers. ^ 

Services which are available at a fee to the employee are as follows; 

- Spouse career counseling - Employment Information and counseling 

for spouses who require or desire employment in the destination 
area. 

Rental Housing - Designed to meet the home finding needs of 

transferring employees who desire to rent at their new duty 
station. ^ 


[I. PURPOSE 

FByoEA has contracted for relocation services to ease the financial 
r relocation for employees, while managing the 

relocation effectively and efficiently. The 
TF nnF ^"®/®^°'^ftion program is to provide a "safety net" program, 
mnn J^ssigned to ensure that the transferee will never lose 
money. If_ the transferred employee cannot sell his/her residence, 
the^guaranteed offer provides a means by which the transferee can 
station residence and proceed unencumbered to the new duty 
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III. INITIATION OF THE PROGRAM 


^ transfer, HQS, AMGT, will mail a packet of 
PCS information and questionnaires to the transferring employee. 
The employee should indicate, in the remarks section of the DEA 
Form 132 his/her interest in the relocation program and the 
primary services required. 


B. Upon receipt of the DEA Form 132, AMGT refers the employee’s name 
to a relocation company. 

C. A relocation services counselor contacts the transferring 
employee within 24 hours of receipt of the employee's name. The 
counselor will describe in detail the services available. 

0. The employee has seven (7) working days to decide whether or not 
to participate in the program and to select the course of action: 
home sale, rental management, or any of the miscellaneous 
services available. An extension beyond seven (7) days may be 
authorized by the DEA Relocation Specialist under extenuating 
circumstances (sickness, pregnancy, extension of reporting date, 
etc.; Marketing is not considered a legitimate justification for 
an extension. Once a service is selected and initiated, an 
employee may JW change to another service, (i.e. switch from 
homebuying to property management). 


IV. HOME SALE ASSISTANCE PROGRAM 

A. ^jective - To obtain the maximum value in the shortest period of 
time for the employee's residence. 

B. The Relocation Services Counselor will review the program with 
the employee and a sales associate will be selected. 

C. The sales associate will contact the employee quickly to obtain 
some basic information about the property and arrange a 
convenient appointment to view the home. 

D. In preparation for the appointment, the sales associate will 
research recent sales and properties currently on the market that 
are comparable to the employee’s home, and will be prepared to 
discuss them with the employee, 

E. After inspecting the home, the sales associate will prepare a 
final Competitive Property Report", analyzing all the factors 



that will affect the marketing of the property. A suggested list 
price, probable time on the market, and probable range of selling 
value will be included, along with a marketing plan to attract 
the highest number of qualified buyers. 

F. The "report" will be delivered to the employee, and the sales 
associate will offer to list and market the home. A copy of the 
report will be sent to employee's Relocation Services Counselor. 

G. NOTE; The marketing report is not used to establish the value of 
the guaranteed home sale offer. The report assists the employee in 
understanding the appraised value offer and negotiating offers 
from prospective buyers. 


V. HOME SALE PROGRAM 


A. Overview 

The home sale program provides a guaranteed home purchase for the 
transferred employee. The relocation company's offer to buy is 
at the appraised market value. This will assist the employee in 
determining the minimum amount of equity available to purchase a 
home at the new duty station. Additionally, since it is not 
necessary to consider any offer less than the relocation 
company's offer, the employee is in a much better position to 
negotiate a higher price, if possible, during the acceptance 
period. 

B, Eligibility 

Domestic to domestic transferees 

Reporting date to new duty station on or after November 14, 

1903 

DEA employees or Basic agents - must have been a Federal 
government employee prior to employment with OEA 

The employee's transfer is determined to be in the interest of 
the Government 

Residences eligible For the Guaranteed Homesale service must 
meet the definitions and requirements of the FTR governing the 
direct reimbursement for the sale of the home: 

"Residence" includes condominiums, cooperatives, mobile homes, 
etc. 

The home must be the primary residence of the employee at the 
time of notification of transfer. 



Title to the property must be in the name of the employee 
and/or spouse or immediate family member. 

If title is held jointly with a person other than an Immediate 
family member, DEA will pay only a pro rata share of the 
fee. The employee or other owner will be responsible for 
payment of the balance of the fee. 

Land in excess of that which reasonably relates to the residence 
may be subject to prorated fees. 


C. Recommendation 

It is recommended that you market the home independently (an 
exclusion clause -wording below- must be included in your 
contract with the Real Estate Broker). If the employee receives 
an offer that will provide a higher net value from a qualified 
buyer, the sale will be assigned to the relocation company. 

Exclusion Clause - The owner(a) hereby reserve the right 
to (1) sell this property directly to a relocation 
management company and in such event, to cancel this 
agreement with no obligation for commission or 
continuation of listing thereafter, or (2) to assign any 
acceptable written offer hereunder to a relocation 
management company for closing and payment of commission, 
which shall be deemed earned and payable only upon 
closing of title, in accordance with the terms thereof. 


D. Details 

1. Once the Home Purchase Program is selected, the relocation 
services counselor will confirm the program selection in 
writing. A packet of information detailing the service will 
accompany the confirmation letter. 

The transferred employee must select three appraisers. 

A selected list of appraisers is provided to the employee. 
This list is comprised of appraisers who primarily work in 
• the residential market, are qualified, and found to be 
reputable. The employee, however, is not restricted to use 
an appraiser^ from the list . If an employee elects to use 
an appraiser/ s other than those referred, he must ensure that 
the appraiser/s is qualified, has no personal interest in 
the property and has not appraised the property within the 
last six months. 

3. Two appraisers are contacted by the relocation company. They 
are instructed to appraise the property 'at ''fiiift ina^ket 
value" (FMV). This is done by compiling a list of comparable 



sales in the employee's area. The homes are compared feature 
for feature and both positive and negative adjustments are 
made to the home's value based on this comparison. The fMV 
should be fair, reasonable, and equitable. The value 
represents the most probable selling price, neither the 
highest nor the lowest price to be paid. If the appraisals 
do not agree within 5?o of each other, a third appraisal is 
ordered and the two closest appraisals are averaged to arrive 
at the "offer" price. 

a. Definitions: 


1. The Fair Market Value - When appraising a home, the 
appraisers are asked to conform to the following 
definition of a FMV appraisal: "What would be the value 
of a home, given a reasonably prudent buyer, a reasonable 
time period, and a non-stimulated seller, in which the 
buyer and the seller would agree?" All three of these 
components must be taken into consideration when 
analyzing the market place and comparable properties. 

2. Reasonably Prudent Buyer - A reasonably prudent buyer 
is one who has been in the given marketplace long enough 
to recognize the worth of one house versus another, given 
a variety of asking prices of similar homes in the 
specific given marketplace. It is important that the 
houses being compared are in the same marketplace. 

3. Reasonable Time Period - A reasonable time period is 
defined as the normal selling time in the given local 
marketplace for the "mainstream" home. 

4. A Non-Stimulated Seller - A non-stimulated seller is 
a seller who is not being forced to sell in an 
unreasonable time period. In other words, it would not 
be fair to compare your house with a sale of a property 
similar to yours, if the seller had been forced to "dump" 
his home because of imminent foreclosure. 

5. The Appraiser's dob - The appraiser's job is to 
predict the probable sale price of your home based upon 
the valid market data approach and to substantiate his 
appraisals in detail by applying the definition of the 
above three components of a fair market value appraisal. 

b. Recommendations: 

1. Prepare a list of comparable houses that have sold in 
your immediate area within a reasonable length of 
time. A Comparable Information Form and instructions 
for its use are attached. 



, 2. Prepare a fact sheet which you will hand to the 

appraiser. List ail of the amenities which your 
house has, i.e. double insulation, storm windows, 
etc. ’ 

3. Make any final touch up jobs to your house prior 
to the appraisers arrival, i.e. painting (natural 
colors sell easier), clean carpets, remove clutter 
from house and closets (rooms that appear larger can 
impact the appraisal), clean appliances, repair 
leaking faucets, clean bathrooms and kitchen, mow 
lawn, rake leaves and remove debris. 

Once the written appraisals are received by the relocation 
firm, a verbal offer will be made to the transferring 
employee. The verbal offer will be followed up with a 
written offer, backdated to the date of verbal offer. 

* If, after carefully reviewing the appraisals and discussing 
any guestlons with the relocation firm counselor, an employee 
feels that the appraised value does not reflect the market 
value of the property, an appeal may be Instituted through 
the relocation couselor. 

After receiving the written offer, the employee has three 
options during the next 45 calendar days. These choices are; 

Assigned Sale - If an offer is received from an outside 
buyer, IT IS ESSENTIAL that it be reviewed with the 
relocation company, and instructions carefully followed to 
complete the "ASSIGNED SALE". When reviewing the outside 
offer, the relocation company will deduct any abnormal or 
negotiable expenses (discount points, repairs, 
improvements, etc.) not reimbursable according to the FTR. 
(A contract of sale contingent on the sale of the buyer's 
present home is not eligible for assignment.) The 
relocation company will assume responsibility for closing 
the sale. In the interim, the employee will be paid his 
equity based on the relocaton company's offer. When the 
sale is closed, the additional equity will be forwarded to 
the employee. In the event the sale falls through, price 
reverts back to the offer amount which the employee can 
accept or reject. 

Regular Sale - The employee may accept the offer by signing 
the contract of sale, having it notarized and returning it 
to the relocation company. 

Rejection (Non acceptance) -'The employee informs the 
relocation company that the offer has been rejected. If 
the employee allows the offer period: (45 days) to expire 
without an acceptance, it is considered a rejection and the 


file is closed. An employee, once the file is closed, may 
not go through the program again for that transfer. 
Transferee may sell the house independently and voucher 
the reimbursable closing costs for direct reimbursement. 
The appraisal and inspection type fees (termites, roof, 
etc.) will not be voucherable at this time as they have 
previously been paid by DEA under the relocation program. 

6. Disbursement of Equity - As soon as the signed contract 

of sale is received by the relocation company, they will 
disburse IQO /0 of the equity within five (5) days. On an 
assigned sale, the additional equity, resulting form a 
higher sale price, will be forwarded upon closing of the 
sale. 

7. Vacating the Home - The employee has 45 days after signing 

the contract of sale to vacate the premises. The employee 
must maintain the home and all carrying cost until vacating. 

8. No vouchers - All costs incurred by the relocation company 

will be billed directly to DEA by the company. The employee 
will not have to prepare a voucher. 


I. PROPERTY MANAGEMENT 

A. Overview 

If an employee prefers to rent his/her home rather than sell it, 
because the circumstances of their move would make selling either 
uneconomical or impractical, the relocation company will provide 
full service property management. 

B. Benefits of this Service 

1. To develop a realistic rental strategy 

2. Negotiate leases for the employee 

3. Provide a single point of administration to handle all the 
aspects of managing the property. 

C. Details 

1. The relocation companies will request an opinion of two local 
brokers to obtain the most likely rental price. These brokers 
are advised to use a market analysis approach which compares 
the rental price of comparable properties in the area. 

2. An average will be taken of the two brokers' opinions. The 
employee is advised of the suggested fair market rental price 
via telephone. The employee may use this rental price or set 
his own rental price. 


- 7 - 



VII. 


3. 


4. 


5. 


6 . 


7. 


8 . 


A property management contract will be prepared and forwarded 
to the employee for consideration and accedence. j 
employee will have 30 days from the date of thr^ontrLt in 
which to accept the services. If the service is accepted the 
the company will negotiate on the employee's behalf 

I 1 offer and lease alternative under current 

Id tnt"';Jlce!- 

tena^t^fnf i'r ^ desirable 

H^nn ® rental property. Security 

deposits will be required from every tenant and depLited by 
the relocation company in an interest bearing account All 
rent will be collected and deposited in a loL! bank by tie 

llllTii: r:?M^h expenses (i.i. mttg^^ 

taxes, etc.) will be paid from the rent income. 

provSe7brthnr^''K"®"‘'® properties will be 

p yided by the relocation company and paid for bv the 

employee. Normal maintenance, while property is occupied 

will be performed by the tenant in accordance with the leLe 

Inl'^sl rr"?5M rH! All L airs 

ante?ior‘L^''.vf^‘?’ property rill be inspected 

2 I- ^ Complete inspection report will be 

rpn ^ employee. The report may contain 

irSe? ^ improvements or repairs that need to 

ciS^’rPPP^r^"''!''^^ individual accounting of ail 

employee! disbursements will be provided to the 

is^Mihfp^f^ for the rental management services. The employee 
IS liable for extra expenses such as finder's fee. 

While unoccupied, etc. The fees paid bv 
DEA will be deducted from the employee's equity if the ^ ^ 

ZlZT Hom^Lying 

three (3) yelr; orth:tte^^^?i:;nsS^.^" 


OTHER SERVICES AVAILARI F 

cmwlL“wlll =®fvices, the relocation 

use. These Include: ° ” opr^loes which the employee may elect to 
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Home Finding Service - Counseiing and information on the new area, 
assistance in planning the househunting trip, and recommendation 
of reliable real estate brokers are provided to all relocating 
employees at no fee to DEA or employee. The homefinding service 
will help prepare for the house hunting trip, and make the most 
effective use of time, by providing advance information on the 
area and recommending a broker who will show homes in the 
communities and price ranges that meet the relocating family’s 
needs. 

The relocation company's homefinding counselor will monitor the 
broker's performance, stay in touch with the family to ensure 
that all requirements are being addressed, and assist with any 
changes or additional assistance that may be needed. 

Early use of the homefinding service will help plan the 
relocation to minimize family separation and the inconvenience 
and expense of extended stay in temporary quarters. 

Career Counseling - Spouse - Assistance in finding employment at 
the new duty station for the spouse of a transferred employee is 
offered by each relocation service company. Fees for these 
services vary, and WILL NOT be paid or reimbursed by DEA. The 
relocation firm counselor will explain the services and expenses. 

DEA is aware of, and understands, the financial and personal 
stress that relocation imposes on the dual career family. However, 
the wide variety of careers and assistance requirements of DEA 
spouses make the selection of an assistance program that meets all 
needs on a cost-effective basis virtually impossible. Each family 
should assess its requirements and resources, and make an 
individual decision on the value of the services offered. 

Early identification of dual career concerns and requirements to 
the homefinding counselor at the relocation service can often 
result in a wealth of information about local employment 
contracts, opportunities, and assistance in the new community. 
Homefinding services provide this information, as appropriate and 
available, at no cost to DEA or the relocating family. 

Rental Housing at new duty station - Area information and 
assistance in securing suitable rental housing (usually 
apartments) are offered on an employee-paid fee basis by the 
relocation firms. 



Employees requiring rental homefinding help should discuss the 
service, fees, and associated expenses with the relocation 
counselor, and make their own judgment about the relative value of 
the service. 

The counselor may be able to arrange for information and 
assistance, without a fee, in certain areas. 

In certain metropolitan areas, local real estate custom may 
require the payment of a "finder's fee," in addition to the rental 
homefinding service fee. Such fees are the responsibility of the 
employee . 

“ Mortgage Finding Assistance - The relocation firm will offer 
counseling and information on mortgage financing available 
in the new area, referral to reliable sources of market rate 
financing, and assistance in understanding the types and 
amounts of loans available for which the employee can qualify. 

This assistance is provided at no charge to the employee or DEA, 
other than the normal financing costs involved in securing a loan. 

Reimbursement for costs (loan origination fees, appraisal fees, 
etc.) requires the submission of vouchers and supporting 
documents, according to normal procedures. 

Relocation companies provide mortgage finding assistance, both 
through their affiliated and local mortgage sources, to help the 
employee locate the lender. Make comparisons with a number of 
mortgage brokers for the best rate. 

VIII. Further details relative to the relocation services should be 
directed to the Relocation Specialist in Headquarters, AMGT, 

(633-1 300). 
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INTRODUCTION 


This pamphlet outlines the benefits and allowances which you may 
be entitled to receive as a result of your change of official 
station. It is not a copy of the applicable regulations and has 
no directive authority. The regulations covering change of 
station transfers for civilian employees are found in the Federal 
Travel Regulations incorporated in the Federal Property 
Management Regulations (FPMR 101-7). If any differences exist 
between this pamphlet and the regulations, the regulations will 
govern. 

You may not be entitled to reimbursement for all items included 
in this pamphlet. Your DEA Form 132a, Travel Orders, will 
specify which types of allowances and reimbursements have been 
authorized for you. If you have any questions on reimbursement of 
expenses in connection with your transfer, you should contact 
your Administrative Officer. NO TRAVEL IS TO BE INITIATED UNTIL 
RECEIPT OF TRAVEL ORDERS. 


No amendment to travel orders will be required if departure and 
reporting dates are within the 90 days (60 days for Basic Agents) 
of date set by Headquarters Personnel Office for the employee to 
report to his/her new post of duty. The following forms will be 
issued to document your change of official station: 

(a) DEA Form 114: Agreement to Remain in the Federal 
Service (to be signed by the employee - 2 copies) 

(b) DEA Form 132: Travel Questionnaire (to be filled out 
by employee) 

(c) DEA Form 132a: Travel Orders (issued by DEA Head- 
quarters) 

(d) DEA Form 198: Employee Application for Reimbursement 
Expenses Incurred upon Sale or Purchase (or both) of 
Residence upon Change of Official Station (to be 
completed by employee) 

(e) DEA Form 132b: Claim for Reimbursement of Subsistence 
Expenses while occupying Temporary Quarters 

(f) DEA Form 132d: Inventory of HHG 

(g) SF-1038: Application for Advance of Funds (if 
required) 

(h) DEA Form 132e: HHG Shipment Report 



GENERAL 


Coverage ; This pamphlet is designed for use by Drug 
Enforcement Administration civilian employees who are being 
transferred at Government expense from one official 
station to another within the continental United States 
including territories and possessions. 


Employees transferred from or to a territory/possession 
receive the following allowances in addition to the normal 
entitlements outlined in this guide. 

(1) Real estate entitlement in territory or possession. 

(2) Unaccompanied baggage entitlement as provided in 
Foreign Affairs Manual. 

(3) Shipment of a POV via use of a Government Bill of 
Lading . 

(4) No house hunting trip entitlement. 

^ficial Station Defined ; The term "official station" is 
defined as the corporate limits of the city or town in which 
the employee is stationed, or to which he/she regularly 
commutes for work. 

Immediate Family Defined 

( 1 ) Spouse 

(2) Children (including step and adopted children, grand- 
children, legal minor wards, legal guardianship, 
dependent children of employee or spouse) who are 
unmarried and under 21 years of age, or regardless of 
age, are incapable of self support* 


(3) Parents (including step or legally adoptive parents) 
of the employee or the spouse, when such parents are 
at least 51 percent dependent of the employee for 
support. 


(4) Sisters and brothers (including step or adoptive 

sisters or step or adoptive brothers) of the employee 
or of the spouse, when such sisters and brothers are at 
least 51 percent dependent on the employee for 
support, unmarried and under 21 years of age, or 
regardless of age, are incapable of self support. 



(5) Parents and brothers and sisters described in (3) and 
(4) above may also be considered dependents if 
they receive support (less than 51?0 from employee or 
spouse without which they could not maintain a 
reasonable standard of living. 

D . Time Limitations 

Agreement Requirement ; Before reimbursement of 
any expenses in connection with your move may be 
allowed, you must sign an agreement (DEA 114) to remain 
in the Government service for twelve months following 
the date of transfer. If you violate the agreement, you 
will be liable for repayment of all money received by 
you for your change of station expenses. Repayment 
will be waived if you are separated for reasons beyond 
your control and are acceptable to the Drug Enforcement 
Administration. 


Limitation ; All travel and transportation 
shall begin within two years from the effective date of 
change of official station; however, if you enter upon 
active military and are furloughed for the duration of 
such duty, the two year period shall be exclusive of 
the time spent on furlough. You should, however, 
endeavor to complete your travel and the shipment of 
your household goods at the earliest date possible. 

The settlement dates for residence sale and purchase or 
lease termination transactions for which reimbursement 
IS requested should not be later than two (initial) 
years after the date on which the employee reported for 
duty at the new official station. This time limit may 
be extended up to one additional year upon receipt of a 
written request, prior to the expiration of the initial 
two years, outlining the need for such extension. 

Administrative Leave 

Ail DEA transferees are granted not less than two (2) nor 
more than five ( 5 ) days of administrative leave at their 
origin and destination points to observe and supervise the 
packing and unpacking of their household goods and personal 
e rects, at the discretion of their supervisor. It is in 
your best interest that you personally accompany the 
household goods carrier to the weighing scale and obtain a 
copy of the certified weight scale ticket to avoid any 
misconceptions as to your maximum weight entitlement. 
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II. HOUSE HUNTING TRIP 


When authorized in the travel order, payment of travel and 
transportation expenses of the employee and spouse traveling 
together, for one round trip between the localities of the old 
and new duty stations (maximum 10 days including travel time) for 
the purpose of obtaining permanent residence quarters prior to 
the actual move. Separate round trips by the employee and 
spouse may be allowed provided the overall cost to the Government 
is limited to the cost of one round trip for the employee and 
spouse traveling together. If both make the trip, the regular 
rate of per diem will be allowed the employee and three- fourth s 
of that amount will be allowed the spouse. If either makes a 
trip alone, the per diem will be that regularly allowed the 
employee, A round trip performed by the employee for this 
purpose, when authorized, must be accomplished before reporting 
to the new official station. A round trip by the spouse, when 
authorized, may be accomplished at any time before relocation of 
the family to the new official station but not after the 
expiration of the maximum time for beginning allowable travel and 
transportation. The employee is considered to be in duty status 
on working days within the authorized period of the advance trip. 
Dependent children are not authorized to travel at Government 
expense . 

A house hunting trip will be authorized only when circumstances 
indicate that it is actually needed. As a general policy, the 
period for temporary lodging (VII) should be reduced or avoided 
if a round trip to seek permanent residence quarters has been 
made. 

A house hunting trip will not be authorized at Government expense 
if the distance (via normally traveled route) from the old to new 
station is less than 75 miles; the employee has formally agreed 
to the transfer and the date of transfer has been established; 
and the agreement to remain in Federal Service (DEA-114) has 
been signed . 

Local Transportation ; Local transportation for the purpose of 
locating permanent residence is authorized by common carrier, 
local transit systems, GSA contract rental or other commercially 
rented automobiles or POV. The mode of local transportation must 
be consistent with the mode of transportation authorized for 
travel to and from the new official station. Rates for POV, 
employee only $. 1 5 per mile , employee and spouse $.17 per mile. 

Expenses for the use of taxis shall be limited to transportation 
between depots, airports, carrier terminals, and place of 
lodging. Government furnished automobiles shall be used whenever 
it is reasonably available. If a Government furnished vehicle 
is not available as a first resource, a commercially rented 
vehicle or POV may be used. 

Employees are advised that their dependents are not authorized to 
drive Government vehicles (see Comptroller General Decision 
number B-190440, dated Oanuary 20, 1970). 
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III. 


transportation and storage of household goods 


A . Arrangements for Shipping 

DEA has the responsibility to move you as efficiently and 
conveniently as possible, and will make all arrangements for 
the shipping and storage of your household goods. The 
Transportation Unit will select the carrier, arrange for 
carrier services and for packing and crating. They will 
also prepare the Government Bill of Lading (GBL). The 
actual costs of transportation of your household goods, 
within the authorized weight limits, will be allowed at 
Government expense. Also within that weight limit the 
actual costs for packing, crating, unpacking, drayage 
incident to transportation, and necessary accessorial 
services will be allowed. If you wish to ship more than 
18,000 pounds and are willing to sign and provide a 
statement to the carrier that you will reimburse QEA for 
excess costs, you will be entitled to the reduced rates 
offered to DEA. Otherwise, any excess weight transported 
will be billed you at the commercial rate by the carrier at 
time of delivery. The carrier assigned will contact you 
normally within ten days after receipt of the GBL to arrange 
an appointment to conduct a pre-move survey and establish 
pick up dates. If the carrier assigned to move your 
household goods cannot meet your requirements, please notify 
Headquarters AMGT by calling 633—1300 so that we may make 
other arrangements. 

B . Oe finition--Household Goods and Personal Effects 

"Household goods and personal effects" means personal 
property which may be transported legally in interstate 
commerce and which belongs to, and is in the possession of, 
an employee and his immediate family at the time of 
notificaton of transfer. The term includes household 
furnishings, equipment and appliances, furniture, clothing, 
books, and similar property. It does not include property 
which is for resale or disposal rather than for use by the 
employee or members of his immediate family, or any property 
intended for use in conducting a business or other 
commercial enterprise. The transportation of a privately 
owned house trailer may be allowed at Government expense in 
lieu of household goods as prescribed in the Federal Travel 
Regulations. Vehicles with two or three wheels, such as 
motorcycles, mopeds, snow mobiles, and golf carts, may be 
shipped as household goods. 

NOTE: Any household goods or personal effects acquired 

after the effective date of PCS orders must be shipped at 
employees expense. 




C . Temporary Storage 


If it becomes necessary for you to store your household 
goods and personal effects temporarily at the point of 
origin/destination, you may do so at Government expense. 

Such expenses are considered to include actual storage at 
point of departure or destination, not to exceed 90 days. 
However, upon an employee's written request prior to the 
expiration of the 90 days, the initial 90-day period may be 
extended an additional period not to exceed 90 days under 
certain conditions if approved by the agency head or his/her 
designee. Ousti fication for an additional storage period may 
include, but is not limited to, the following reasons: 

(1) An intervening temporary duty or long-term 
training assignment; 

(2) Nonavailability of suitable housing; 

(3) Completion of residence under construction; 

(A) Serious illness of employee or illness or 
death of a dependent; 

(5) Strikes, acts of God, or other circumstances 
beyond the control of the employee. 

Drayage between residence and warehouse, loading or 
unloading at the warehouse and similar expenses, as separate 
from transportation charges. Incident to the temporary 
storage are also included. 

D . Origin and Destination of Shipment 

The shipment may originate at your old official station or 
at some other point in the commuting area, or partially at 
both, and the destination may be the new official station or 
some other point in the commuting area selected by you, or 
both places. The total allowance will not exceed the amount 
that would apply had there been a one-lot shipment by the 
most economical route from the old official station to the 
new official station. 

E. Weight Limitations 

The maximum net weight of household goods that may be 
transported or stored at Government expense may not exceed 
IBjOOOpoundsforemployeeswithorwithoutimmediate 
families. 



F. 


Prior to delivery of your household goods to residence, you 
may request a re-weigh from the Transportation Unit if the 
weight of your household goods, as furnished to you by the 
carrier, is questionable. 


Responsib il ities of the Employee 


At the time of your PCS counseling, you should have 
3 Fairly accurate estimate of the weight of your 
household goods. A relatively safe guide can be 
obtained through use of the DEA form 132D. 


A representative of the carrier contracted for your 
move will come to your home to perform a pre-move 
survey to determine if you have any special or 
oversized items which require special packing methods. 
Be sure to show him everything you intend to move, 
including tools in the garage or basement and trunks in 
the attic. Failure to do so may result in the packers 
showing up at your residence on moving day without 
enough, or the wrong type of packing materials and 
cartons . 


Before the packers arrive, dispose of all items you no 
longer want or need. Be sure to separate those items 
which you will carry with you and do not want packed; 
identify those items to the packers so that they will 
not be packed accidentally. 

A representative of the carrier will make an inventory 
of your household goods to be shipped. It is 
extremely important that you be present while the 
inventory is being prepared. The carrier is required 
to clearly and legibly indicate each article of 
furniture or effects. All cartons must be marked to 
identify, by general description, the contents and the 
same general identification of contents must be shown 
on the inventory list. Exceptions to the condition of 
the goods must be recorded specifically for each 
article. General terms, such as marred, scratched, 
dented, worn, torn, gouged, etc., cannot be used 
without supplemental descriptions as to the degree and 
location of the exception. If you disagree with the 
condition of your property as described by the pick-up 
carrier, you must make written exceptions on the 
pick-up inventory before signing it. Failure to do so 
may invalidate your claim in case of loss or damage. 
The carrier must furnish you a completely legible and 
signed copy of the inventory at origin. 
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Unloading and Unpacking at Destination 


1. The same inventory prepared at origin will be used at 
destination to check against possible loss of, or 
damage to, articles. Any loss or damage incurred 
during the move must be noted by you on the back of the 
GBL and/or on the delivery inventory when your goods 
are delivered to your new home. If you do not make such 
exceptions, in the event you file a claim, that portion 
of the claim which you did not make exception to may be 
d i sal lowed . 

2. At destination, the carrier is required to accomplish 
all unloading including the laying of rugs and the 
placement of furniture in appropriate rooms so they are 
readily available for use. All articles disassembled 
by the carrier will be reassembled by the carrier. 
Unpacking services performed by the carrier will 
include unpacking all carrier packed barrels, boxes, 
cartons and crates and placement of the contents in the 
proper rooms. All empty containers, packing materials 
and other debris accumulated incident to unpacking will 
be removed from the residence by the carrier. If all 
unpacking services cannot be accomplished on delivery 
day at destination, the carrier must return the 
following day to complete unpacking. 

The unpacking service must be performed by the carrier 
unless you specifically waive his service in writing at 
the time goods are delivered to your residence. Do 
^ sign the GBL until the carrier has performed all 
unloading and unpacking services. 

Damage to Household Goods 

The civilian Employee Claims Act of 1964 authorized the 
settlement of claims of loss or damage of property incident 
to transportation, if recovery cannot be had from the 
insurer or carrier when the shipment or storage was made 
under a Government Bill of Lading or by a commercial carrier 
which has been duly authorized to operate in intrastate or 
interstate commerce, provided the loss or damage occurred 
incident to Government service and was not caused by 
negligence or wrongful act of the claimant. 

( 1 ) Claims not allowable 

Loss or damage covering : 

(a) Shipments made by unlicensed carriers. 

(b) Items of extraordinary value. Such 
articles should be insured by the owner. 



(c) Property acquired for sale. Items shipped 
in violation of the law. 

(d) Items purchased as gifts 

(e) Motor vehicles or trailers when employee has 
received a mileage allowance 

(f) Intangible property, bank books, checks, 
stock certificates, etc. 

( 2 ) Maximum Award Allowed 

A claim must include all damages or losses 
incurred by the claimant from the incident 
giving rise to the claim. The maximum amount 
which may be paid for a claim is $25,000. The 
submission of two or more claims arising from one 
incident in order to circumvent the statutory 
ceiling of $25,000 is prohibited. 

( 3 ) Insurance 

Employees are encouraged to carry private 
insurance to cover risks specifically 
excluded or limited by these regulations. 

Employees are cautioned that in any case where 
loss or damage is suffered, and there is a 
possibility of recover against a carrier, 
warehouseman, insurer or other contractor, they 
should file and pursue their claim, arising from 
such relationship diligently. Employees are 
further cautioned not to sign any release or 
statement that property was received in good 
condition unless and until they are satisfied that 
no loss or damage occurred. Failure to file and 
pursue such a claim or the signing of a release or 
statement of arrival in good condition, will 
prejudice the handling of the claim under the 
Employee Claims Act. 

( A ) Carrier's Liability 

The carrier's liability for loss or damage is 
automatically 60 cents per pound per article. 

The Government accepts liability for loss and 
damage in excess of the amount allowed by the 
carrier. If you want to increase your liability 
on your HHG move, it is recommended that you 
contact the Transportation Unit for Increased 



valuation prior to the pack date. The 
Transportation Unit will advise you of the charges 
which will be billed to you after the move. The 
carrier will be informed of the increased 
valuation by use of the GBL. CAUTION: If you do 
not notify the carrier of intent to file a claim 
within 30 days after delivery, your claim may be 
denied . 

( 5 ) Processing of Claim Filed on D03 Form 110 

Consult your Administrative Officer to assist and 
guide you in the preparation of all claims for 
damage/loss to property, in transit, storage or on 
post, which are covered by this Act. Each 
Divisional office has a copy of Department of 
Justice Order 21 1 0. 23A d ated August 11, 1980. Ail 
claims are to be forwarded through your 
Administrative Officer to the Chief Counsel, 
Headquarters, for review and settlement. Claims 
against the Government are filed on DOJ Form 110 
available from your Administrative Officer. 

Household Goods Shipment Report (PEA 132E) 

You will be furnished a copy of a household goods shipment 
report. Please complete this form after your transfer is 
completed and submit it to the Transportation Unit. 

Submission of this form is very important, since it is the 
basis for evaluation of carrier service and where 
necessary, for warning to, or suspension of, carriers giving 
poor service. 

The DEA Form 132E should be filled out and forwarded to the 
Transportation Unit as soon as possible after your move is 
completed but not later than 30 days from delivery date. 



IV. TRAVEL AND PER DIEM 


A. Travel by Common Carrier 


If Transportation of yourself and immediate family will be 
by common carrier (railroads, airlines, etc.) and the cost 
will exceed $100, you should obtain from your Administrative 
Office a United States of America Transportation Request, SF 
1169. The transportation request (GTR) is presented to the 
carrier, in lieu of cash, when purchasing tickets. A GTR is 
a negotiable instrument and should be safeguarded 
according ly . 

When members of your immediate family accompany you to your 
new official station, all tickets should be secured with a 
single GTR drawn in your name and showing the number of 
family members who will accompany you at Government expense. 
The name and relationship of each member of the immediate 
family and the ages of any dependent children shall be shown 
on the reverse. If your immediate family expects to follow 
you to your new official station at some future date, it 
will be necessary for you to secure, at the proper time, the 
necessary transportation request, properly completed by 
issuing officer and drawn in the name of the senior 
traveling member of the family, and including the number of 
other family members. The senior member will sign the 
request as traveler. When members of the immediate 
family are indicated only by number in the space provided on 
the face of the request, the ages of children will be given 
on the reverse. 

Even though transportation by common carrier may be the only 
expense involved in a particular transfer, a voucher must be 
submitted. The buff copy of the GTR must be turned in with 
your travel voucher. 

If transportation under $100 is paid in cash, retain the 
passenger coupon as a receipt to be submitted with your 
reimbursement voucher. 

Travel by Privately Owned Automobile 

Payment of mileage allowance, when authorized or approved in 
connection with the transfer, will be allowed as follows: 

Occupants of Automobiles Mileage Rate (cents) 

Employee only, or one member 
of immediate family 15 




Employee and one member or 
two members of immediate family 17 

Employee and two members or 
three members of Immediate 

family 19 

Employee and three or more 
members of immediate family, 
or four members of immediate 
family 20 

Use of More Than One Privately Owned Automobile 

Use of no more than one privately owned automobile is 
authorized as being advantageous to the Government in 
connection with PCS travel except under the following 
circumstances, when use of more than one privately owned 
automobile may be authorized. 

a. If there are more members of the immediate family than 
reasonably can be transported with luggage in one 
vehicle; 

b. If because of age or physical condition special 
accommodations are necessary in transporting a member 
of the immediate family in one vehicle, and a second 
automobile is required for travel of other members of 
the immediate family; 

c. If an employee must report to a new official 
station in advance of travel by members of the 
immediate family who delay travel for acceptable 
reasons such as completion of school term, sale of 
property, settlement of personal business affairs, 
disposal or shipment of household goods, and temporary 
unavailability of adequate housing at the new official 
stations; 

d. If a member of the immediate family performs 
unaccompanied travel between authorized points other 
than those for the employee's travel; or 

e. If, in advance of the employee's reporting date, 
immediate family members must travel to the new 
official station for acceptable reasons such as to 
enroll children in school at the beginning of the term« 

Allowable Per Diem 

Allowable per diem begins at time of actual departure from 
the old station and ends upon actual time of arrival at the 
new duty station, irrespective of the effective transfer 



date. The allowance is based on the usually traveled route 
between the old and new official stations. Allowance rates 
are as follows: 

For the employee: The administratively established 

amount of regular travel. 

Currently at $50.00 per day. 

For the spouse; When accompanied by the employee, 

three- four ths of the amount allowed 
the employee. When unaccompanied by 
employee, the same amount to which the 
employee is entitled above. When more 
than one POV is used, the spouse will 
be considered to have been accompanied 
by the employee if travel is on the 
same days along the same general 
route. 


For each additional Age 12, or over, three- four ths of the 
member of immediate employee allowance rate. Under 12 
family one-half the employee allowance rate. 


When travel is by privately owned automobile, the per deim 
allowance will be based on the actual travel time but will not 
exceed that required for a minimum driving distance of 300 miles 
per calendar day. Exceptions to the minimum driving distance 
are, but not restricted to, delays for reasons clearly beyond the 
control of the traveler such as; 

( 1_) Acts of God 

(2-) Restrictions by Governmental authorities 

(3) Other reasons acceptable to the agency 




V. 


MISCELLANEOUS EXPENSE 


Certain miscellaneous types of expense associated with, and 
inherent in, discontinuing residence at one station and 
establishing residence at a new station may be reimbursable. When 
fully supported by receipts, paid invoices, or itemized 
statements, and properly authorized or approved, the maximum 
reimbursement for an employee transferring without immediate 
family is one weeks basic compensation or that of a GS-13/1D 
whichever is less; for an employee transferring with immediate 
family, two weeks basic compensation or that of a GS-13/10 
whichever is less. 

A claim may be made without supporting evidence of expenses, in 
which case the allowance will be $350 or one week basic 
compensation whichever is less, for an employee without 
immediate family; $700 or two weeks basic compensation, whichever 
is less, for an employee with immediate family. 

Examples of the types of costs which are reimbursable under this 
allowance are as follows: 

(1) Disconnecting and connecting appliances, equipment and 
utilities involved in relocation, and cost of 
converting appliances for operation on available 
utilities. 

(2) Cutting and fitting rugs, draperies and curtains moved 
from one residence quarters to another. 

(3) Utility fees or deposits that are not offset by 
eventual refunds. 

(4) Forfeiture losses on medical, dental and food locker 
contracts that are not transferable; and contracts 
for private institutional care such as that provided 
for handicapped or invalid dependents only, which are 
not transferable or refundable. 

C5) Automobile registration, driver's license and use taxes 
imposed when bringing automobiles into some 
jurisdictions . 

(6) Fees for unblocking and blocking and related expenses 
in connection with relocating a mobile home, but not 
the transportation expenses allowed under FPMR 101-7 
Section 2-7.3. 



REAL ESTATE EXPENSES 


VI . 


A . Leasing of Residence Quarters 


Expenses incurred For settling an unexpired lease (including 
month-to-month rental) on residence quarters occupied by the 
employee at the old official station may include broker's 
Fees for obtaining a sublease or charges for advertising an 
unexpired lease. 

Such expenses are reimbursable when: 

(1) Applicable laws or the terms of the lease provide for 
payment of settlement expenses. 

(2) Such expenses cannot be avoided by sublease or other 
arrangement . 

(3) The employee has not contributed to the expense by 
failing to give appropriate termination notice promptly 
after he or she has a definite knowledge of the 
transfer . 

(4) The broker's fees or advertising charges are not in 
excess of those customarily charged for comparable 
services in that locality. 


B. Sale and/or Purchase of Residence 


Charges made for required services in buying and selling 
dwellings may be reimbursable provided they are customarily 
paid by the seller at the old official station and by the 
buyer at the new official station. Information concerning 
local practices and costs can be obtained from the FHA 
office serving the area of sale or purchase. 

Certain costs are reimbursable only in connection with the 
sale of a residence; other costs may be reimbursed in 
connection with either the sale or purchase, but not both. 
Listed below are examples of reimbursable real estate 
expenses. For specific information on items allowance, 
conditions, requirements, and limitations, contact your 
Administrative Officer. 

Miscellaneous Expenses 

(1) Reimbursable items. The expenses listed below are 
reimbursable in connectijon with the sale and/or purchase of 
a tesldenGe, provided" they are customarily paid by the 
seller of a residence in the locality of the old official 
station or by the purchases of a residence at the new 
‘official station to the extent they do not exceed amounts 
customarily paid in the locality of the residence. 



(a) FHA or VA Fee for the loan application; 

(b) Loan origination fee; 

(c) Coat of preparing credit reports; 

(d) Mortgage and transfer taxes; 

(e) State revenue stamps; 

(f) Other fees and charges similar in nature to those 
listed above, unless specifically prohibited in (2) 
b elow ; 

(g) Charge for prepayment of a mortgage or other 
security instrument in connection with the sale of 
a residence at the old official station to the 
extent the terms in the mortgage or other security 
instrument provide for this charge. This 
prepayment penalty is also reimbursable when the 
mortgage or other security instrument does not 
specifically provide for prepayment, provided this 
penalty is customarily charged by the lender, but 
in that case the reimbursement may not exceed 3 
months' interest on the loan balance; 

(h) Mortgage title insurance policy, paid for by the 
employee, on a residence purchased by the employee 
for the protection of, and required by, the lender; 

(i) Owner’s title insurance policy, provided it is a 
prerequisite to financing or the transfer of 
property; or the cost of the owner's title 
insurance policy is inseparable from the cost of 
other insurance, which is a prerequisite to 
financing or the transfer of property; and 

(j) Expenses in connection with construction of a 
residence, which are comparable to expenses that 
are reimbursable in connection with the purchase of 
an existing residence. 

(2) Nonreimbursable items Except as otherwise provided 
in (1 ) above the following items of expense are not 
reimbursable : 

(a) Owner's title insurance policy, "record title" 
inaurance policy, mortgage insurance or insurance 
against loss or damage of property, and optional 
insurance paid for by, the employee in connection with 
the purchase of a residence for the protection of the 
employee ; 

(b) I n t eres t : 0 n I Ip ans p.o in t s , and mortgage discounts; 

(c) Property taxes; 
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(d) Operating or maintenance costs; 

(e) No fee, cost, charge, or expense determined to be 
part of the finance charqe under the Truth in 
Lending Act, Title I, Pub. L. 90-321, and 
Regulation Z issued in accordance with Pub. L. 
90-321 by the Board of Governors of the Federal 
Reserve System, unless specifically authorized in 
( 1 ) above ; and 

(f) Expenses that result from construction of a 
residence . 


Limitations 

(1) Sale of residence: Reimbursement shall not exceed 1 0?o 
of the actual sale price or $15,525 whichever is 
less. 

(2) Purchase of residence; Reimbursement shall not exceed 
5?a of the purchase price or $7,763 whichever is less. 

^ • Preparation of Application for Reimbursable Expenses 

In order to be reimbursed for the expense of a real estate 
transaction, the employee most prepare and submit a DEA Form 
198, "Employee Application for Reimbursement of Expenses 
Incurred Upon Sale or Purchase (or both) of Residence Upon 
Change of Official Station." Amounts claimed must be 
entered in the appropriate space provided on the form. Each 
amount claimed must be supported by documentation showing 
that the expense was in fact incurred and paid by the 
employee. Included in the required supporting documents (as 
appropriate) are copies of (1) the sales agreement, (2) the 
the purchase agreement, (3) property settlement documents, 

(4) loan closing statements, and (5) invoices or receipts 
for other bills paid. Particular attention must be given 
to Sections IV A (Sale Expenses) and B (Purchase Expenses), 

Section IV A and B will be completed by the present 
Divisional Office if the change of station is within the 
Divisional Office. 

Section IV A will be completed by the Accounting Unit, 
Headquarters, and Section IV B by the new Divisional Office 
if the change of duty station is between two different 
Divisional Offices. 

Real Estate expenses may be claimed up to two years from the 
date the employee reported to the new duty station. An 
additional one year extension may be granted if requested in 
writing to AMGT. 


NOTE: REAL ESTATE EXPENSES CANNOT BE ADVANCED. 



VII. 


temporary LODGINR 


if authorized 


In justifiable cases and when previously authorized, 

emrn subsistence expenses may be allowed for the 

q^a te^r: aTthr'^^l^d^' occupying temporary living 

L ho ^ "ew station. The period of such occuoancv 

meals lodoinn^^f expenses Include only charges for 

^ incident to meals and lodqino 

may clothing. The amLnt whlcl 

InLrraH rh™ . “ ® actual amount of allowable expenae 

(High geographic' aieia"'nitip'p\rcabli?r‘' 
a • 1st: 30-day p e r i o d 

Employees, or spouse unaccompanied by employee 

EacrSt'Ser? employee's daily rate 

Each other family member 12 years or older 

To hr °[ ^''ipioyee/unaccompanied spouse rate) 

Each family member under 12 years 

(1/2 of employee/unaccompanied spouse rate) 

— ^-day period and ad ditional 60 Hsv ^ 

[Reduced to 7 5?o of first .)U-day rate 

Ac'cimpin^lng TpZTe Of employee 

Eao!: °fLi'iyi:‘iL”u:s:r n 

p'ro^dTJo'SHGTiniriung”"''" Justification la 

Jspoidei? day the employee or any 

consecutlvel? frorthi dii uxtonda 

family group who enters tfmnn. ’"“P®'' <’>’ the allowable 
la paid at the rate authorized in the^eff *^''® P®''t“d begins 

means If the employee leaves first nL r "f Putl®"- This 
on March 1, and dependents arave anS ei^i temporary lodging 
on Haroh 31, they receive the rate fori^ temporary lodging 
period. Late arrivals entprinn h ^ second thirty day 

on the period they enter. Per ^diem^a'^H'^h lodging are paid based 

allowances cannot be paid fo^thi temporary lodging 

IX 5). paid for the same quarter of the days (See 

As a general policy, the oerinH fn,. h 

reduced or avoided if a rSund trirtniii'''' ^°''9ldg . shbuld be 

quarters (see II) has been made! ^ ^ ^ Permanent tegidence 
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VIII. 


ADVANCE OF FUNDS 


Advances may be issued For per diem and transportation not 

Government Transportation Request or Government Bill 
of Lading for the employee and spouse during the house huntino 
trip and for subsistence expenses while occupying temporary 


Travel advances may not be issued for allowances for 
miscellaneous expenses covered in Part 5, allowances for expenses 
incurred in connection with real estate transactions and 
unexpired leases as covered in Part 6. 


Requests for advance of funds are made on SF 1038 
and Account for Advance of Funds." ’ 


"Application 


Advance of Funds in connection with a PCS move will 
issued by Headquarters ten days prior to travel. 


normally be 





IX. 


SUBMISSION OF VOUCHERS 


All claims for reimbursement are to be submitted on Standard Form 
1012, Travel Voucher, and forwarded through the Administrative 
Officer for review, audit and administrative approval. Vouchers 
must be complete as to form facts, details, and supporting 
documents. In some cases, it may be necessary to submit four 
separate vouchers to meet the following time limitations. 

(1) Claims for the house hunting trip must be submitted 
within five working days after completion of each 
travel trip; i.e. end of house hunting trip, submit 
before PCS trip; 

(2) Expenses for travel enroute to the new duty station and 
temporary quarters must be submitted within 60 days 
after reporting to the new duty station or within 5 
days after the conclusion of temporary quarters.; 

(3) Sale of residence or settlement of unexpired lease and 
Miscellaneous Expenses Allowance within 30 days after 
completion of the transaction; and 

(4) Purchase of residence at the new duty station within 30 
days after completion of the transaction. 

Each voucher will be prepared in your name and certified by you, 
even if it is a separate voucher covering only expenses incurred 
by your family. You will be responsible for the correctness of 
all statements set forth in the expense vouchers. 

1 . Household Goods 

It is not necessary to voucher for expenses involving shipment 
and/or storage of household effects which were covered by 
Government Bill of Lading. 

2 . Travel and Per Diem 

It is necessary to show in the travel voucher the date and 

hour of departure from the old official station and the date 

and arrival time at the new official station. 

The individuals covered by the claim must be identified. 

(a) If travel was performed on transportation request, 
attach the memorandum copy of the T/R to the voucher. 

(b) If travel was performed by privately owned automobile, 
speedometer readings, or mileage as shown in the 
Standard Highway Mileage Guide, must be stated on the 
voucher. Mileage substantially in excess of that shown 
by the Standard Highway Mileage Guide must be explained 
on the voucher. Mileage rates will be determined by 
the number of occupants in the car (see IV). 
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(c) 


In addition to the mileage allowance, claims may be 
made Tor the cost of ferry fares, bridge, road, and 
tunnel tolls. 

Per diem allowances are covered in IV. 


3 . Miscellaneous Expenses (V)_ 

If an amount is claimed in excess of that authorized to be 
naid without supporting documents, the entire amount claimed 
lust be supported by paid bills or other acceptable evidence 
of the expenses incurred. 

4. Real Estate Expenses (VI) 

Vouchers for expenses in terminating a residence lease must 
be accompanied by a copy of the lease, P 

invoices^for the expenses claimed, and a statement by th 
pmnlovee explaining why the expenses could not have been 
avoider. Vouchers for expenses of selling and/or purchasing 
residences must be accompanied by all applicable sale r 
purchase agraa.enta, property or loan deepen s 

nr «?tatements. paid invoices and receipts. Separate ceceipus 
are not required for any items specified in an attached loan 
closing statement and taken into account in the net proceeds 
rr seller or the total amount paid by a purohaaer, as the 

case may be. 

5 . Temporary Lodging (VII). 

Vniiohers claiming temporary quarters subsistence must be 
aurpored by attlohma'nt of paid Involoes f- and 

^TiVe :p^n? deny 

r JEA^rrrrjzr other items in the claim sill be ravleued 
for^propriety and if deemed necessary additional information 

may be required. 

The following guide will be used for the payment of per diem 
Ind teIXr? lodgln, the first day Ibe employee or any 
member of his family enters temporary lodging. 

Quarter temporary Per diem Subsiatenoe for 

?nHnina is entered paid for day, lemporary lodgna 


12 midnight - 6 a.m. one quarter 


6 a.m. - 1 2 noon 


two quarters 


all 

all but 
breakfast 


12 noon - 6 p .m . 


three quarters 


6 p.m - 12 midnight four quarters 


all but 
breakfast 

none 


NOTE; For specific instructions on submission vouch 

please refer to the Administrative Manuai , Chapter 05.^ ^ 
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FEDERAL TAX WITHHHI HTMn 


50o’''''“he 


XI . 


REMINDERS PRIOR TO DEPARTURE 

” irui?Us“Jlf!r"' Close-out of 

“ Arrange to have your call forwarded to your new addrasa. 

“ depe'nrnt"*"'^ -P«t cards of 

” you^'%"ns^\^%^^”\gen7’ Insurance with 

■ ■ if:; 

'■ •■■ f .y !■ 

REMINDERS WHILE VOU ARE JIR^VELING 
general INFORMATION: / 

• ;;s::t :.v;::;'.;;r";,s.t';:," :;.. 

’ SrE'::r-"“r“-" •"• " 

persanar,easons^!“' Interrupted for 

Wh^travellnq, you are in an aotive duty travel 
TRAVEL RECORDS; 

Keep a daily travel record. It should include: 

rialon“fo?'^top"'°’ <2400 clock), and 

Mode of travel used (air, auto, rail, or bus). 

T^anaSortatlon requests. Government 

_-j£S£i^,^commercial at own expense, prl Vitiiy . 

Daily mileage When driving own veh^^^ 
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X. 


federal tax WITHHOLDIMn 


•,'^1^ 5oT"^lhe 


XI . 


REMINDERS PRIOR TO DEPARTURE 

■ 2rirtias“bi?iT^"^ Of 

Arrange to have your mail forwarded to your new addraae. 
dependents”'’'^^ eohooi credita and/or report carda of 

" ^-P"ty insurance with 


/ 

/ ''• ■ • 
/ f?' 


reminders while you are traveling 

■ /o' 

GENERAL INFORMATION: / 

■ J",.‘;.T ;;••• - 

peraona“rre"a:ons?" Interrupted for 

Whi^traveling, you are In an active duty travel 
TRAVEL RECORDS : 

Keep a dally travel record. It should Include: 

reason” faf^top"'"’ '^dOO clock), and 

Mode of travel used (air, auto, rail, or bus). 

Transportation. “'^dueata. Governme nt 
HTined^onvey lice). ^ expense,: prlVitely ' 

Daily mileage when driving own vehicle. 
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